RMS REPORTING
Genera Instructions and Definition of

Reporting Categories

INSTRUCTIONS FOR COMPLETING
RANDOM MOMENT SAMPLE FORM
FOR THE DIVISION OF CHILD AND FAMILY SERVICES

Y ou have been sdected at random to identify the program and the kind of activity you are
engaged in a arandomly chosen moment. The information reported on this form, dong with your co-
workers responses will be used to determine the dlocation of adminigirative costs of the Division of
Child and Family Services (DCFS) among the divison's programs.

This document ligts definitions for the program and activity codes listed on the Random Moment
Sample (RMS) forms. Please respond accurately, describing what you were doing at the time of
scheduled observation as specified on the form

* * k% k% *x * *

THISISNOT A DEVICE FOR EVALUATING YOUR INDIVIDUAL PERFORMANCE.
Thisinformation gathering is part of a atidticaly-based process for determining how workers

proportionaly spend their time on various activities. This Satistical sampling process serves the same
purpose, but in amuch less intrusve manner, as extensve, time-consuming reporting of 100% of a

workerstime by activities on adaily and hourly basis.

At thetimeyou are sampled, respond completely, accur ately and timely.
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COMPLETING THE RMSFORM

The RMS form you are completing is divided into three mgor sections. One selection must be

made in each section. Complete asfollows:

Section 1: CASE INFORMATION - Indicate in this section whether or not you are working
on acase and, if so, enter the specific client name and ID number.

Section 2: PROGRAMS - Sdlect the one most appropriate program area under DCFS
Programs to which the activity you are performing at the sdlected moment is most
closdly related.

Section 3: ACTIVITY - Select the one activity that best describes what you

are doing a the selected moment. The codesin this section are
organized into two groups.

a.  Case Specific Activity: These activities reflect work
devoted to a specific individud client. This set of activities
should dways be sdlected instead of agenerd activity
whenever you indicate in Section 1 that you are working
on behdf of a specific client.

b. Generd Adtivity: These are activities that do not relate to
work being done on a specific case, but relate to generd
job duties, training or time away from your work area.
This section should dways be used when you have
indicated in Section 1 that you are not working on a
Specific case.

Once you provide information for these three sections, the RM S process is complete.

FOLLOWING ARE DETAILED INSTRUCTIONS FOR EACH SECTION OF THE RMS
FORM ALONG WITH PROGRAM AND ACTIVITY DEFINITIONS.
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1.1 SECTION 1- CASE INFORMATION
Sdlect one of the following codes.

001 Working on aspecific case: If your work is directed toward a specific individud client,
check this case code and enter the client ID number that identifies the client receiving the case
related activity in which you are engaged at the time of the sample moment. If a client number
has not yet been assgned, please enter the client name. (When thisitem is marked, you should
aso select an gppropriate program code in section 2; then select an activity in the 400 to 800
seriesin Section 3.)

002 Not working on acase: If youare not engaged in an activity related to a specific client,
check this case code. (When thisitem is marked, you should also sdlect an appropriate
program code in Section 2; then select an activity in the 900 seriesin Section 3.)

1.2 SECTION 2 - PROGRAM CODES

Report the program areayou are working in a the selected moment by reporting only one programin
Section 2. If you need help in determining which program to sdect, please refer to the following
descriptions.

021 Child Protective Services. Activities to protect children whose physica, mentd, or
emotiond wel-being is threatened by parents, legd guardians or custodians. Investigation of
dlegations of sugpected child physical abuse, sexud or emotiona abuse, or child
neglect/mdtrestment while the child isin the family setting and preceding any remova of the
child from the home. These children have not been adjudicated but may be candidates for
foster care.  (See definition of foster care candidate below.)

022 Out-of-Home Care/Foster Care: Activities performed by staff to arrange for,
coordinate, or provide services to ensure the appropriate, safe care of childrenin
DCEFS custody placed in out-of-home care.
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023 Home Based Services.  Activities performed by staff to arrange for, coordinate or provide
in-home services to afamily when children are at risk of being placed in state custody, including
fogter care candidates. These activities may include case management, counseling, and in-home
parenting education and training, household management skills, and incidental homemaker
support services. A child is acandidate for foster care benefits if there is adefined care plan
which clearly indicates that, absent effective preventive services, foster care is the planned
arrangement for the child or thereis an digibility form which has been completed to establish the
child' sdigibility under title I\V-E or there is evidence of court proceedings in relaion to
removing the child from home, in the form of a petition to the court, a court order or transcript
of the court’s proceedings, or there is equivalent documentation in the case record (such as case
notes and assessment data) demongtrating that a decision has been made that, absent effective
preventive services, foster care is the planned arrangement for the child.

024 Adoption: Activities performed by staff in reviewing petitions, supporting  documents,
conducting home studies, supervision, and other activitiesrelatedto  adoptions. Includes
activities provided on behaf of adoptive familiesin crisswhere the child in question has been
legdly adopted and any activity related to adoption assistance paid to adoptive parents on
behdf of an adopted child with specid needs.

025 Domedtic Violence: Activities performed by staff to provide, coordinate, or arrange for
servicesin cases where domestic violence has occurred.

029 Engaged in Activities Not Specific to Any One Program: Use this code if current activity is
directed at more than one function; or if engaged in persond business, lunch, bresks, or other
non-productive time.
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1.3 SECTION 3-ACTIVITY CODES

Report the ectivity you are performing by reporting on only one activity that best describes what

you are doing a the selected moment. If you need help in determining which activity to check, please
refer to the following descriptions. These descriptions include, but are not limited to, the range of

examples identified for each code.

CASE SPECIFIC ACTIVITY (CODES 400 THROUGH 850):

400 Title IV-E Fogter Care Eligibility Determination/Redetermination: Includesthe
determination and redetermination process, aswell as, any activity necessary to gather and
report required digibility information on atimely basis for determining and redetermining
cient' sdigibility for Title IV-E Foster Care services.

401 Title IV-E Adoption Eligibility: Includes the determination and redetermination process, as
well as, any activity necessary to gather and report required digibility information on a
timely basisfor determining and redetermining dient’ s digibility for Title IV-E Adoption
Assistance.

501 Family Assessment: Activities include collection of assessment data, history information,
and medicd, psychologica and reated evauations to identify the child’ s functiond leve;
interviewing children and family members as needed to determine the child's needs;
performing family assessment.

502 Develop, Implement, Modify Service Plan: Includes reviewing case file; assessng the
presenting problem and its associated circumstances, making an inventory of available
resources, arranging for medica, dental, and menta hedth exams; referral for assstance
benefits or application for financial assstance; making collatera contacts; reviewing
provider plansfor the client; consulting with the court on the service plan; writing the
sarvice plan, and conferring with supervisory personne in the actud development of the
sarvice plan, and other activities related to development and preparation of the service
plan.
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503 Coordinate, arrange service ddivery or treatment resources as required by the service plan:

Activities related to asssting the client to gain access to needed medicd, socid,
educationd, or other services. Includes coordinating, but not “providing” needed services
in accordance with the client needs as specified in the service plan.

504 Service Plan Reassessment: Includes periodic monitoring of the effectiveness
of sarvices furnished under the service plan and revison of the plan as
conditions warrant.

505 Record keeping, case documentation on service plan: Collection, summary, or entry of
information related to documentation of client need as contained in the service plan, update
of written plan information, or revison or addition of new information in the service plan.
This activity does not include the preparation of reports and case notes documenting
ingtances of the actua provison of socid services or mentd hedth treatment.

506 Mohilizing and assigting in gaining access to needed sarvices: Includes mobilizing the use of
naturd helping networks, such as family members, church members and friends;
development of increased opportunities for community access and involvement including
assgancein the location of housing, community living skills, teaching vocationd, civil and
recregtiond service programs, and asssting children and their familiesto obtain services
otherwise inaccessible or unavailable. This activity isto assst the dient in gaining access to
needed services and does not include actual provision of such services.

600 Investigation of child abuse/neglect (Pre-placement): Includes investigation of dlegations of
suspected child physical abuse, sexua or emotiona abuse, or child neglect/maltreatment,
which occurred while the child wasin the family setting prior to any remova of the child
from the home.

601 Coordination of investigetion of abuse/neglect of child in facility/out- of-home placement:
Includes tracking and coordination of investigation of alegations of child abuse or neglect
of achild in an out-of-home placement, including foster care, department-arranged relative
care, inachild caring fadility, or in a secure or ingtitutiona setting.
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602 Directly providing family support services: Activitiesindude directly providing services
(rather than coordinating or arranging for services) to afamily who is not digible for
intensive family preservation services but who isin need of support servicesin order to
dleviate the risk of removad of the child from the home. Such services may include
counseling, advocacy, education/skill building, and concrete services, such as, housing,
utilities, trangportation, etc. This activity includes the preparation of reports and case notes
documenting ingtances of the actua provison of socid services.

603 Directly providing family preservation sarvices Activitiesinclude directly
providing services (rather than coordinating or arranging for services) such as
counsding and other in-home family services provided to dleviate emergency
conditions affecting a child or family which threeten the child's ability to remain
in the family home. These may indude in-home services, such as, parenting
education and training, household management training, and incidenta
homemaker support services to dleviate the emergency condition. This activity
includes the preparation of reports and case notes documenting instances of
the actud provison of socia services.

604 Directly providing domestic violence trestment: Activitiesinclude directly
providing mental hedlth trestment services (rather than coordinating or
arranging for services) for victims or perpetrators of domestic violence. This
activity includes the preparation of reports and case notes documenting
instances of the actud provision of treatment services.

605 Risk Assessment and Safety Planning:  Activities to perform arisk assessment
or to develop a safety plan in achild protective services investigetion or in a
domestic violence intervention.

800 Case Steffing: Includes formd review of the case including formulation of revisonsin the
sarvice plan based on the case staffing; meeting with supervisor, providers, and/or other
related agencies to discuss the progress of the client.
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801 Preparation for/attendance a court regarding placement: Activities include preparation and
verification of complete factual presentation to the court; drafting and review of reports;
consultation with supervisory personnel, legal counsd and other involved parties during the
report drafting process, interviewing relevant individuas in preparing court reports, dso
includes time spent in gppearing or otherwise participating in a Judicid Hearing. This
includestrave time aswell astime spent on location awaiting the hearing.

802 Preparation, attendance at Citizen Review Board: Includes information gathering,
preparation of documents or reports, their submission, providing additiona information
as requested; dso includes time spent in meetings with board or board members, or
travel to meetings and review.

803 Preparation for, attendance a adminigirative appeds hearing/complaint resolution: Includes
information gathering, preparation of documents or reports, their submission, providing
additiona information as requested, attendance at adminigtrative hearing gppeding the
results of CPS investigation, reduction in a benefit, etc. or resolving complaints arisng in
regard to a case or palicy.

804 Pacement/replacement of the client (adoptive or foster home setting): Includes contacting
potential care providers, consultation with supervisory personnel; processing of required
legal and Departmenta documentation; informing the current care provider of the details of
the change of care placement; coordination among al partiesinvolved for the date of
transfer; conducting a pre-placement vist or conference (with or without the client) to the
new provider; physca placement of the client with new care providers; and replacement
assessment; preparation for removal from placement; pre-placement visits; notification of
custodian; emergency interim placement; and dternate placement.

806 Recruitment/licenang of child-specific fogter or adoptive home: Activities related to the
identification and recruitment of foster or adoptive care givers on behaf of a specific
individud or sibling group. Includes interviewing prospective parents, theinitid home
study, and activities related to the certification or licensure of the care giver(s).

December 2002 Page 14 C. Mills



807 Adoption referrd, preparation for placement: Referrd of achild or sbling group to an
adoption unit for activities related to the permanent placement of a child. Thismay include
conaultation with the child, family members, or staff of the adoption program; the gathering,
preparation, and submission of information needed by adoption staff; and accompaniment
of the child on pre-placement visits with prospective adoptive parents.

808 Foder care payment/adoptive subsdy/resolving payment issues. Any activities
related to determining the level and rate for foster care or adoptive subsidy
payment. Thismay include collection or submission of information about a
child or shling group; and/or consultation with the child's care or service
providers regarding any specid needs of the child. Thisdso includes resolution
of payment issues on behdf of a child'sfoster or adoptive family.

809 Trangporting (Non-Medica): Activities designed to enable personsto travel to and from
fecilities to receive needed services exclusve of Medica Services. Thisincludes going to
and returning from client location and transportation for parental visitation, court, case
review, and placement. Any other transportation should be identified with the activity for
which the trangportation is taking place.

810 Trangporting (Medical); Activities designed to enable persons to travel to and from facilities
to receive needed medica services. Thisincludes going to and returning from client
location.

GENERAL ACTIVITIES (CODES 900 THROUGH 950)

The activity codesin the 900 series are not specific to any one case and can be used with any
program code in Section 2. This series of codes must be used only in combination with Code 002: Not
Working on a Casein Section 1.

901 DCFS Core Training: Participationin al initid in service training classes.

902 Universty Training: Participation/attendance in university classes gpproved for socia work
training and advanced degrees.

903 Permanency Planning Training: Participation in training classes regarding permanency
planning.
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904 Foster Care and Adoptive Parent Training: Providing training to foster care and adoptive
parents to facilitate interim and permanent placements.

905 SAFE Traning: Participation in SAFE (SACWIS) rdlated training of case workers.

907 Staff Development and Training/Other Training: Participation in approved organized
training, including conferences, seminars, and workshops.

908 Genera recruitment of adoptive or fogter parents: Includes identification of prospective
foster care and adoptive parents; initid home study (not child- specific); interim monitoring
of fadilities; initid certification; regidration; re-certification; adoptive home studies (not
child- specific).

909 Staff Medtings. Participation in scheduled unit or team meetings, office-wide meetings,
discussion with a supervisor not related to a specific case.

910 Manud Review, Professond or Reference Reading: Includes reviewing the procedures or
policy manud, reference literature and other professional documents not related to a
specific case.

911 Travel (Not Client Specific): Work-related travel away from employees workstation. For
dient-related travel, see aso codes 801 and 806.

912 Clericd Tasks Includes photocopying, filing, typing, data entry, mail distribution, and other
activities (not case specific).

913 Lunch, Breaks, Persond Business: Includes scheduled bresk time, office socid events,
medltimes, activities of a persond nature.

914 Other Adminidrative Tasks: Includes the completion of required forms and paperwork not
related to a specific case or client, including personnd forms, travel or rembursement
requests, and other necessary or required reports or procedures.

915 Community presentations. Preparation and delivery of informetion regarding Departmenta
activities, gods, or needs to community groups or members of the public.

916 Quality assurance reviews. Comprehensive review of case record or other client-related
documents that assures compliance with federd, sate, or judicia requirements.

FOR OBSERVER USE ONLY
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997 Employee on Leave: Paid absence, for example, Sick, vacation or persona leave. May
aso include gpproved educationd leave and jury duty or military reserve duty.

998 Employee not Available: Employee not scheduled to work at time of sample (example,
flextime or part-time employment).

999 Invalid Response: Leave without pay, position vacancy, incorrect RM S identification or
uncorrected responsein error.

Note: When using codes 997-999, skip Sections 1, 2, and 3.
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